
Serving Callaway County Since 1972 

RESOLUTION NUMBER 2017-004 
 
RESOLUTION OF THE CALLAWAY COUNTY AMBULANCE DISTRICT BOARD OF DIRECTORS 
ESTABLISHING A POLICY REGULATING OFF-DUTY CONDUCT. 

 Now on the 21st day of March 2017, the Board of Directors of the Callaway County Ambulance 
District acknowledges that public confidence in a public safety agency is essential and not a comparative 
advantage as it may be in the case of most private employers, and;   
 
 Although the District admittedly has a less of a governmental interest in off-duty conduct when 
compared to on duty conduct, nonetheless the District acknowledges that untoward undesirable conduct 
because of the District’s mission and goals and objectives can have a deleterious effect on the District’s 
image and employee morale within the District; 
 
 Now, therefore, it is resolved by the Board of Directors of the Callaway County Ambulance 
District as follows: 
 

1. A policy titled Operations Policy, Standards of Conduct, a copy of which has been attached to 
this resolution, and incorporated herein by reference is approved. 
 

2. This Resolution shall be in full force and effect from and after the date of the Resolution and 
execution by the Chairman of the Board of Directors, said execution reflecting that this 
Resolution was duly passed by vote of the Board of Directors of the Callaway County Ambulance 
District. 

 
Chairman of the Board of Directors of 
Callaway County Ambulance District 
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OPERATIONS POLICY  

TITLE / SUBJECT: STANDARDS OF CONDUCT  

APPLICABILITY:  ALL EMPLOYEES    

EFFECTIVE DATE:  04-19-2017 

REVISED DATE:   

INTRODUCTION 
 
In fulfilling its mission, Callaway County Ambulance District and its employees must sustain the 
trust and confidence of the public they serve. All employees must maintain high standards of 
honesty, integrity, impartiality, character, and professionalism to ensure the proper performance 
of government business and the continued trust and confidence of the public. The conduct of 
District employees must reflect the qualities of integrity and loyalty to the Callaway County 
Ambulance District; a sense of responsibility for the public trust; courtesy and promptness in 
dealing with and serving the public; and a standard of personal behavior that reflects positively 
upon, and will be a credit to, both the District and its employees. 
 
Certain conduct, on or off-duty, may subject an employee to appropriate disciplinary action. 
This holds true whether such conduct is specifically addressed in District policies, or in related 
statutes and regulations. The absence of a specific standard of conduct does not mean that an 
act is permissible or would not result in disciplinary action. Employees are held accountable for 
their actions and are subject to appropriate disciplinary action when there is a nexus 
(connection) between their misconduct (on or off-duty) and the efficiency of the service. For 
example: 
 

• Failing to conform to these standards or related statutes and regulations.  

• Raising the presumption of a connection between the employee's conduct and the 
efficiency of the service because of the nature and gravity of the conduct (e.g., criminal 
conduct). 

• Directly and negatively impacting the job performance of an employee or his/her co-
workers, or management's trust and confidence in an employee's job performance. 

• Adversely affecting or interfering with the accomplishment of Callaway County 
Ambulance District’s mission. 

 
Existing personnel, as well as applicants for open positions, will be required to disclose any 
criminal conviction, (as defined by 42 U.S.C. 1320a-7(i) and state law) and any action taken by 
the government to exclude the individual from participation in federal health care programs.  
Individuals who have been recently convicted of a criminal offense related to health care or who 
are listed as debarred, excluded or otherwise ineligible for participation in federal healthcare 
programs (as defined in 42 U.S.C. 1320a-7b(f)) will not be considered for employment.  
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Additionally, applicants may be asked to divulge their driving record, particularly if their work will 
involve the operation of vehicles. 
 
If personnel have a compliance concern or believe there is a possible violation of this Standards 
of Conduct policy or other compliance related policies and procedures, it is their responsibility to 
report that information immediately to the Director. 
 
STANDARDS OF CONDUCT 

Conduct Prejudicial to the District  
 
Employees will not engage, on or off-duty, in criminal, infamous, dishonest, or notoriously 
disgraceful conduct, or any other conduct prejudicial to the District. 
 
Prohibited Actions  
 
Employees will avoid any action, whether specifically prohibited by these Standards of Conduct, 
which might result in, or reasonably create the appearance of:  
 

• Using public service for private gain; 

• Giving preferential treatment to a private organization or individual in connection with 
official government duties and/or responsibilities; 

• Impeding government efficiency or economy; or 

• Engaging in activities which conflict with official government duties and/or 
responsibilities, or adversely interfere with the accomplishment of the mission of the 
District. 

 
Integrity-Related Misconduct  
 
Integrity is one of the District’s Core Values, and is essential to the effective functioning of the 
strict. As an Agency charged with emergency medical and healthcare activities, it is imperative 
that District employees demonstrate high standards of integrity. Only by each and every 
employee maintaining the highest standards of integrity and professionalism can the District 
keep the public trust and confidence that are critical to mission. 
 
Employees will not directly or indirectly solicit or accept gifts, money, or anything of value in 
connection with their employment with the District. This prohibition includes any act that is 
connected to, or affected by, an official act or duty performed, or the failure to perform an official 
act or duty. 
 
In addition to other responsibilities to report misconduct, employees will promptly report any 
offer of a gift, money, or anything of value, when the offer is connected to, or affected by, an 
official act or duty performed, or the failure to perform an official act or duty. 
 
Employees will not take any official act, or fail to do so, for personal benefit or gain to the 
employee, or any other individual or group. 
 
Employees will not use the authority of their position in any way that might result in adversely 
affecting public confidence in the integrity of the District. 
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Employees will not use any District identification, or other form of identification associated with 
their employment, in a manner which may reasonably give the perception that they are using 
the identification for personal benefit, attempting to exert undue influence, or to obtain, directly 
or indirectly, a favor, reward, or preferential treatment for themselves or others, or to improperly 
enhance their own image. 
 
Inappropriate Association  
 
Employees will not, except as may be necessary in connection with official assignments or 
duties, or in connection with family obligations, knowingly associate with individuals or groups 
who are believed or known to be connected with criminal activities. This limitation on association 
applies to any social, sexual, financial, or business relationship with a source of information, a 
suspected or known criminal, or a known or suspected illegal alien, subject to being removed 
from the United States of America. 
 
Arrests 
 
The District regards any violation of law by a District employee as being inconsistent with and 
contrary to its mission. Therefore, employees will not engage in any activities which violate 
local, state, and/or Federal laws, which may result in their arrest or their receipt of a summons 
to appear in court on criminal charges. This prohibition also applies to activities which violate 
foreign laws, which may result in an employee's arrest. 
 
In the event of an employee's arrest or receipt of a summons to appear in court on criminal 
charges, the employee must report such occurrence to the Assistant Director or Director as 
soon as reasonably possible, but not more than 24 hours after the arrest or the receipt of a 
summons to appear in court on criminal charges (notwithstanding the occurrence of holidays, 
approved leave, or regular days off). If notification within the prescribed timeframe is precluded 
because of the circumstances of the arrest, then it must be made as soon as circumstances 
allow, including an explanation for failing to meet the required timeframe. 
 
False Statements 
 
Employees will not knowingly make false, misleading, incomplete, or ambiguous statements, 
whether oral or written, in connection with any matter of official interest. 
 
When directed by proper authority, employees must truthfully and fully testify, provide 
information, and respond to questions (under oath when required) concerning matters of official 
interest that are being pursued administratively. 
 
Disclosure and Safeguarding of Official Information 
 
Employees will not disclose, use, or store official information without proper authority. Examples 
of official information include: information that is protected from disclosure by statute or 
regulation; proprietary business information; and sensitive information retrieved from District 
automated systems. Even information not within these categories may constitute official 
information for purposes of this section. Official information includes any information that an 
employee acquires in connection with District employment, that he or she knows, or reasonably 
should know, has not been made available to the general public. 
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The District utilizes automated systems that contain confidential information. These systems 
include, but are not limited to, TriTech Billing Suite, iPCR Patient Reporting Software, Trizetto, 
EMOMED, and CSNAP. Employees must safeguard all sensitive information against 
unauthorized access, disclosure, alteration, or loss. Unauthorized accessing of these systems, 
and use of these systems for unofficial purposes, including "browsing" (querying the systems for 
information for other than official reasons) is prohibited. 
 
Employees will not access, conceal, alter, remove, mutilate, or destroy documents or data in the 
Callaway County Ambulance District without proper authority. Employees are required to care 
for and conserve such documents according to State and Federal law and District policy. Upon 
separation from District employment, employees may not remove official documents and/or data 
from the Agency. 
 
Nothing in the Standards of Conduct should be construed or applied to interfere with an 
employee's right to communicate with their Local, State, or Federal elected representatives and 
to engage in conduct protected by the Whistleblower Protection Act.   
Patient Information 

All District employees have an obligation to conduct themselves in accordance with the principle 
of maintaining the confidentiality of patient information in accordance with all applicable laws 
and regulations. Employees shall refrain from revealing any personal or confidential information 
concerning patients unless supported by legitimate business or patient care purposes. If 
questions arise regarding an obligation to maintain the confidentiality of information or the 
appropriateness of releasing information, employees should seek guidance from management 
or the District's legal counsel. 

Personnel Actions/Decisions 

Personal information relating to employees shall be treated as confidential. Personnel files, 
disciplinary matters and similar information shall be maintained in a manner designed to ensure 
confidentiality in accordance with applicable laws. Employees will exercise due care to prevent 
the release or sharing of information beyond those persons who may need such information to 
fulfill their job function. 

Use of Controlled Substances 
 
The use or possession of alcohol or illegal drugs on the premises, or being under the influence 
of alcohol or illegal drugs while performing Callaway County Ambulance District duties or 
representing Callaway County Ambulance District, is prohibited at all times.  
 
Personnel should be aware that the use of some prescriptions or over-the-counter drugs might 
also affect their ability to properly perform their job duties. Therefore, you have the responsibility 
to report such use of legal drugs that may have side-effects to your supervisor when you are 
aware of potentially adverse effects on performance or in the safe operation of District 
equipment.  
 
You may continue to work even though you may be taking a legal drug (such as over the 
counter cold medications), as long as such use does not pose a threat to your safety or the 
safety of other personnel or patients and you can safely perform the duties of your position.  
 
Depending upon the severity of the situation, personnel who violate this Policy may be offered 
the opportunity for appropriate treatment and rehabilitation through any Employee Assistance 
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Program (EAP), which may be available through health insurance coverage or an appropriate 
treatment source of the staff member’s choice. Referral for assistance does not preclude 
corrective discipline for violation of rules or Policies. Personnel failing or refusing appropriate 
treatment or testing shall be subject to corrective discipline up to and including termination. 
Failure to successfully complete the program or intentional violations of the program will result in 
termination of employment. 

General Conduct 

Pursuant to applicable policies and negotiated agreements, employees will be appropriately 
dressed for their workplace, business contacts, and duties, and will maintain a neat and 
professional appearance. All employees will be properly groomed. Unless otherwise authorized, 
uniformed employees will report for duty in proper uniform attire, and will comply with applicable 
uniform and grooming standards. 
 
Employees are required to perform their duties to the District and the public onscientiously, 
respond readily to the lawful direction of their supervisors, and follow District policies and 
procedures. 
 
Employees will be professional in their contact with supervisors, subordinates, co-workers, and 
members of the public. "Professional" for the purposes of this provision means being polite, 
respectful, and considerate. This requirement to be professional must be adhered to so long as 
it does not compromise employee safety or impede the performance of official duties. 
 
Employees will use official duty time to perform official duties. 
 
Employees assigned as field personnel or as a shift supervisor will not leave their assigned 
posts until properly relieved or otherwise authorized to depart. In all situations where employees 
are required to remain at their assigned posts beyond their normal tour of duty, they will be 
compensated in accordance with the appropriate compensation laws, rules, and/or regulations. 
 
Leave is to be used in accordance with its intended purpose and must be approved in advance 
whenever possible, and in accordance with negotiated agreements and policy requirements. 
 
The District does not tolerate violence in the workplace. Therefore, employees will not provoke, 
participate in, or condone activities that may cause, lead to, or involve violence in the workplace. 
Such violence includes communicating a direct or indirect threat of physical, mental, or 
emotional harm. Threats can take the form of written or verbal statements, stalking activity, 
and/or physical gestures.  
 
Care of Money and Property 
 
Employees who have access to, receive, or come into possession, custody, or control of 
property, money, or other items of value in relation to their employment with the District shall 
follow established procedures, and use standards of care that are reasonable under the 
circumstances, when they account for, conserve, protect, or dispose of such property, money, 
or items of value. 
 
Employees must promptly report to their supervisors any loss, misplacement, theft, damage, or 
destruction of property, money, or other items of value that is (was) under the control of the 
District. 
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Upon separation, transfer, or reassignment, or on demand from the proper authority, employees 
will return all District-owned or leased property, money, or other items of value issued to them 
for use in carrying out their official duties. 
 
Protection of Assets 
 
All employees will strive to preserve and protect the corporation’s assets by making prudent and 
effective use of the District's resources and properly and accurately reporting its financial 
condition.  

The Standards set forth below are intended to guide employees by the District’s expectations as 
they relate to activities or behaviors which may impact the District’s financial health or which 
reflect a reasonable and appropriate use of the assets of a nonprofit entity.  

Internal Control 

The District has established control standards and procedures to ensure that assets are 
protected and properly used and that financial records and reports are accurate and reliable. All 
employees of the District share the responsibility for maintaining and complying with required 
internal controls.  

Financial Reporting 

All financial reports, accounting records, research reports, expense accounts, time sheets and 
other documents must accurately and clearly represent the relevant facts or the true nature of a 
transaction. Improper or fraudulent accounting, documentation or financial reporting is contrary 
to the policy of the District and may be in violation of applicable laws. 

Travel  

Travel expenses should be consistent with the employees’ job responsibility and the 
organization’s needs and resources. It is the District’s policy that an employee should not suffer 
a financial loss or a financial gain as a result of business travel. Employees are expected to 
exercise reasonable judgment in the use of the District's assets and to spend the organization’s 
assets as carefully as they would spend their own. Employees must also comply with the 
District's policies relating to travel and business expenses.  

Personal Use of Corporate Assets 

All employees are expected to refrain from converting assets of the organization to personal 
use. All property and business of the organization shall be conducted in the manner designed to 
further the District’s interest rather than the personal interest of an individual employee. 
Employees are prohibited from the unauthorized use or taking of the District’s equipment, 
supplies, materials or services. Prior to engaging in any activity on company time which will 
result in remuneration to the employee or the use of the District's equipment, supplies, materials 
or services for personal or non-work related purposes, employees shall obtain the approval of 
the Assistant Director or Director. 
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Use of District Property or Other Resources 
 
Computers and Other Office Equipment 
 
District employees may use District computers and office equipment for authorized purposes 
only. However, limited personal use of District computers and office equipment by employees 
during non-work time is an "authorized use" of government property if such use involves no 
additional expense to the District and does not: adversely affect the performance of official 
duties; interfere with the mission or operations of the District; overburden any District 
information resources; or violate any standard of conduct herein. The privilege to use District 
owned computers and office equipment for personal purposes may be revoked or limited by the 
employee's supervisor or other authorized official for inappropriate use. All such reasons will be 
in writing and promptly provided to the affected employee(s). 
 
The use of District computers or other equipment to access, view, store, or transmit sexually 
explicit material is prohibited. 
 
Employees will use only District authorized software on District computers. All software use 
must comply with copyright laws and/or license agreements. Employees will adhere to security 
policies and procedures regarding the use and protection of their computer identification and 
passwords. 
 
Employees will not use District documents for private or unofficial purposes, circulate them to 
audiences for which they were not intended, or in any way alter the intended distribution of such 
documents with respect to their limited organizational or other application. District employees 
may not use postage-paid official envelopes or letterhead for personal purposes. 
 
District Credit Cards 
 
Employees will safeguard District-sponsored credit cards under their care, including travel 
cards, phone cards, fleet cards, and purchase cards, and will promptly report the loss of such 
cards to their supervisors and to the issuing company. As cardholders, employees are 
responsible for using the credit card strictly in accordance with both the District requirements 
and those of the financial institution issuing the card. 
 
Pursuant to District travel policies, District-sponsored travel (credit) cards may be used only for 
official travel and official travel-related expenses away from an employee's official duty station 
and may not be used for personal purposes. Only the employee whose name appears on the 
credit card may use the card. An employee who holds a District-sponsored travel card must 
maintain and turn in all receipts to the Business office by the fifth day of each month. 
 
Fleet cards will be used only to pay for authorized goods and services for District-owned 
vehicles. 
 
Purchase cards will be used only for authorized goods and services for the District. When 
planning, and making purchases, purchase cardholders are required to comply with officially 
designated mandatory sources of supply and funding limitations of their cards. Cardholders are 
responsible for being cognizant of the rules, policies, and procedures regarding the use of their 
cards and will not circumvent or disregard those rules, policies, or procedures (e.g., split-
purchases, etc.). Cardholders are required to consult with the Business Office when any 
question arises about a potential source for purchase of a service or supply. 
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District Identification  
 
Badges, credentials, and identification cards are to be used by District employees only for 

official purposes. Employees will promptly report the loss of any badges, credentials, and/or 
identification cards to their supervisor. 
 
District Owned Vehicles (DOVs) 
 
DOVs are "passenger carriers" which include, but are not limited to: passenger motor vehicles; 
ambulances; boats; all-terrain vehicles; or other similar means of transportation that are owned 
or leased by the District. Employees will not use, or authorize the use of, a DOV except for 
official purposes, i.e., those deemed essential to the successful completion of the official 
mission. The transportation of family members in a DOV, is prohibited, unless officially 
authorized. Willful use of a DOV for other than official purposes is subject to disciplinary action. 
 
Employees will not consume alcoholic beverages while operating a DOV and will not consume 
alcoholic beverages for a reasonable period of time prior to operating a DOV. Driving a DOV 
while impaired by alcohol is prohibited under all circumstances.  
 
Any employee operating a DOV must observe all applicable state and local traffic laws 
consistent with the flexibility required for the conduct of law enforcement activities. Even then, 
employees are responsible for exercising due caution to ensure the safe operation of their 
vehicle. 
 
Firearms/Use of Force Weaponry 
 
Employees and visitors will not carry firearms or other weaponry, either openly or concealed, 
while on District property or on official duty. 
 
For purposes of this Policy, “weapons” include both offensive and defensive weapons, including 
but not limited to, pepper spray/mace, firearms and explosives including fireworks, TASER/stun 
gun, black jack, or any night stick or billy club. 
 
This policy does not apply to law enforcement officers who are serving in an authorized law 
enforcement capacity.   
 
This policy does not apply to legitimate District equipment and supplies that may have 
dangerous potential (e.g. rescue knives, needles), or may have explosive tendencies (e.g. 
compressed gasses).  
 
All weapons are prohibited from being on Callaway County Ambulance District property, 
including lockers, personal backpacks or other carrying cases while on District property, and in 
District vehicles. 
 
Legally owned and possessed personal firearms may be stored in the firearm owner’s vehicle 
while parked on District property. 
 
Use of Alcoholic Beverages 
 
Employees will not report for duty or remain on duty under the influence of alcohol. 
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Unless specifically authorized, employees may not consume alcoholic beverages while on 
official duty. 
 
Under no circumstances will employees operate a DOV, on or off duty, while under the influence 
of alcohol. 
 
As an EMS/healthcare organization, it is important that the District maintains credibility with the 
public it serves. An employee's arrest for driving under the influence of alcohol (DUI), driving 
while intoxicated (DWI), or reckless driving and endangerment, on or off-duty, could reflect 
negatively upon the District. Therefore, employees must not operate motorized conveyances, on 
or off-duty, while impaired. 
 
Uniformed employees will not purchase or consume alcoholic beverages, on or off-duty, while in 
uniform. 
 
Biased Motivated Conduct 
 
Employees will not act or fail to act on an official matter in a manner which improperly takes into 
consideration an individual's race, color, age, sexual orientation, religion, sex, national origin, or 
disability, union membership, or union activities.  
 
Employees will not make abusive, derisive, profane, or harassing statements or gestures, or 
engage in any other conduct evidencing hatred or invidious prejudice to or about another person 
or group on account of race, color, religion, national origin, sex, sexual orientation, age, or 
disability. 
 
Employees will not engage in sexual harassment. Sexual harassment is defined as unwelcome 
sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature when (1) submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual's employment; (2) submission to such conduct by an individual is used 
as the basis for employment decisions affecting such individual; or (3) such conduct has the 
purpose or effect of unreasonably interfering with an individual's work performance or creating 
an intimidating, hostile, or offensive working environment. 
 
Gambling 
 
District employees will not engage in any gambling activity on government premises, and/or 
using government equipment, including an office pool or any game with financial stakes. This 
prohibition also covers gambling on the Internet. 
 
Financial Matters 
 
Lending and Borrowing Money 
 
Supervisors will not request or require an employee under their supervision to act as a co-
maker, co-signer, or endorser in financial matters. Furthermore, supervisors will not act as co-
makers, co-signers, or endorsers in financial matters for employees under their supervision. 
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Financial Disclosures 
 
Employees who occupy certain positions are required to file annual financial statements. 
Affected employees will be notified of their requirement to file such statements. 
 
Fund Raising Campaigns 
 
Employees may refuse to participate in District sponsored fund-raising campaigns. Supervisors 
will not exert pressure on employees to participate in such fund-raising campaigns. 
 
Gifts 
 
An employee will not directly or indirectly solicit or accept a gift from a prohibited source, or a 
gift given because of the employee's official position. 
 
Just Financial Obligations 
 
Employees will satisfy all just financial obligations in a timely manner, especially Federal, state, 
or local taxes that are imposed by law. 
 
Prohibition on Purchase of Certain Assets 
 
Employees will not purchase, directly or indirectly, property owned by the District and under the 
control of District, except items sold generally to the public via public or online auction. 
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ACKNOWLEDGMENT 
 
I acknowledge that I have received the Callaway County Ambulance District Standards of 
Conduct policy, that I have read it, and that I will comply with its terms, to the extent applicable 
and relevant to my duties and responsibilities for Callaway County Ambulance District, 
throughout my employment or association with Callaway County Ambulance District. I 
understand that the Code of Conduct presents mandatory organization policies and that 
violation may cause termination of my relationship with Callaway County Ambulance District. 
 
 
Name (print):           
 
 
Signature:  _______________________________________   Date:  ______________ 
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